Meal Reimbursement Documentation

There have been questions about what documentation is required when claiming meal reimbursement.  Below is a chart listing the different combinations of meals that an employee can claim when traveling.  The chart indicates the documentation required for meals which an employee is eligible to claim.  If an employee is eligible for Breakfast, Lunch, and Dinner and the employee claims $25.00 or less, then the employee can complete a travel log in the Particulars portion of Employee Reimbursement Document, or provide receipts.  If the employee claims more than $25.00, original receipts must be provided for all meals and an explanation must be provided if the meal expenditures exceed the IRS guidelines (http://GSA.gov.).  Anytime the daily IRS eligible meal guideline is exceeded, receipts and an explanation must be provided.

	Eligible for Breakfast, Lunch, and Dinner
	
	NDE Meal Guidelines

	$25.00 or less
	> $25.00 < IRS Guidelines
	> IRS Guidelines
	
	  Breakfast (B)      $ 6.00

	travel log or receipts
	receipts for all meals
	receipts for all meals
	
	  Lunch (L)            $ 7.00

	 
	
	explanation
	
	  Dinner (D)          $12.00

	LC or designee approval
	LC or designee approval
	LC or designee approval
	
	          Total           $25.00

	
	
	
	
	

	
	
	
	 Definitions:

	Eligible for Breakfast only
	
	Travel log includes  

	$6.00 or less
	> $6.00 < IRS Guidelines
	> IRS Guidelines
	
	   Name of Restaurant

	travel log or receipt
	receipt for all meals
	receipts for all meals
	
	   City of Restaurant

	 
	
	explanation
	
	   Meal type (B,L,D)

	LC or designee approval
	LC or designee approval
	LC or designee approval
	
	   Actual Amount of meal

	
	
	
	
	

	
	
	
	
	

	Eligible for Dinner only
	
	Explanation – explain why you exceeded the

	$12.00 or less
	> $12.00 < IRS Guidelines
	> IRS Guidelines
	
	   IRS Meal Guideline

	travel log or receipt
	receipt for all meals
	receipts for all meals
	
	

	 
	
	explanation
	
	

	LC or designee approval
	LC or designee approval
	LC or designee approval
	
	LC or designee approval

	
	
	
	
	   The LC or designee’s signature on the

	
	
	
	
	   Employee Reimbursement Document is

	Eligible for Breakfast and Lunch only
	
	   sufficient if the explanation is originally

	$13.00 or less
	> $13.00 < IRS Guidelines
	> IRS Guidelines
	
	   provided on the ERD. If the explanation

	travel log or receipts
	receipts for all meals
	receipts for all meals
	
	   is not originally provided, the LC or

	 
	
	explanation
	
	   designee must initial the explanation

	LC or designee approval
	LC or designee approval
	LC or designee approval
	
	   

	
	
	
	
	   

	
	
	
	
	Eligible for meal(s) if 

	
	
	
	
	   Breakfast – employee leaves at or before 

	Eligible for Breakfast and Dinner only
	
	   6:30 am, or 1 ½  hours before an employee’s

	$18.00 or less
	> $18.00 < IRS Guidelines
	> IRS Guidelines
	
	   shift begins, whichever is earlier.

	travel log or receipts
	receipts for all meals
	receipts for all meals
	
	

	 
	
	explanation
	
	   Lunch –employee leaves for overnight

	LC or designee approval
	LC or designee approval
	LC or designee approval
	
	   travel before 11:00 am and/or returns from

	
	
	
	
	   overnight travel after 2:00 pm

	
	
	
	
	

	
	
	
	
	   Noon meals for one-day travel are

	Eligible for Lunch and Dinner only
	
	   NOT reimbursable.

	$19.00 or less
	> $19.00 < IRS Guidelines
	> IRS Guidelines
	
	   

	travel log or receipts
	receipts for all meals
	receipts for all meals
	
	   Dinner- if an employee returns after

	 
	
	explanation
	
	   7:00 pm or 2 hours after the employee’s

	LC or designee approval
	LC or designee approval
	LC or designee approval
	
	   Shift ends, whichever is later.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


